Logging Interactions on Engagifii

14 Steps View most recent version [4

Created by Creation Date Last Updated
Engagifii Inc. February 29, 2024 February 29, 2024

€& Engag 1of 9


https://app.tango.us/app/workflow/7212eccb-fdbc-45d6-869d-90a3c40f4013?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 1

Click on Relationships, People, then All People

STEP 2

Click on the person you wish to record an interaction
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STEP 3

Click on the Interactions tab
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STEP 4

Click on Add Interaction
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STEP 5

Click on the type of interaction you wish to create - Call, Email or Meeting
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STEP 6
Type your Meeting Title

General Details | Accounting Details
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Log meeting

Meeting Title®:

View records for: Last 7 days

Jonns rrererences

XY f~

[ Planning Meeting

Meeting Date and Time*:
Duration:

Feb 29,2024 =] HHv |1 MM ~

Meeting Participants*

Q) Cresc

e.com) x| ) John Hamm (ohnhamm@cxsba org) X

Related Organization®:

Carbon County
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STEP 7

Add your meeting date, time and duration

ETAILS
METRICS
0 [
Calls Meetings
ZRACTIONS View records
ting
1d Time*: } ) ]

STEP 8

Click on Select Meeting Outcome to enter the correct outcome or add a new
one

on: Meeting Outcome: Meeting Type:
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STEP 9

Click on Select Meeting Type to add or create a meeting type

STEP 10

Meeting Type:

Select Meeting Type v
Type any description in the text editor box
e INTERACTIONS View records for:  Last 7 days ~ KT £
Log meeting X
Meeting Title*:
Planning Meeting
Meeting Date and Time*:
. o o Duration: Meeting Outcome: Meeting Type:
02/29/2024 & 1w MM~ Success! ful Emergency Response Planning Meeting
PM~

Meeting Participants™

) Crescerance Admin (admin@crescerance c

Related Organization®:

Carbon County

Description

© > | Paragraph v

om) 3 | | ) John Hamm: (johnhammi@cxsba.org) X

+1 More
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Successful meeting to plan emergency response|
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STEP 11
Click on Log Meeting when finished
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STEP 12

Now you will see 1 meeting in the metrics bar
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STEP 13

In the INTERACTION METRICS dash, you will see the number of interactions

with this person
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STEP 14

* n Mr, John Hamm &
PID: JHOWS197  Status: Is Instructor: No &
Parson Types: Staff # Total Time Worked: 23 yrs 9 mos
Tagls) |+

General Detalls | Accounting Details

Roles: 2 Roles #

Total Time Served In Committes:
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Emails. calls

Meetings
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> € Call Post Meeting Question

(@ Crescerce amin

o 2 People
Call Date and Time: £ Feb 29, 2024 31 400 AM

Call Outcome: Left voicemail

> @ Email Emergency Planning Meeting

0

rance Admin

Email Date and Time: & Feb 29, 2024 at 3:00 AM

> & Meeting Planning Meeting

(@ Crescervcesamn

o 2 People
Meeting Date and Time: B Feb 29,2024 a1 300 AM

Meeting Outcome: Successful

All interactions are listed
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Search Interactions

» ¢, Call Post Meeting Question

Crescerance Admin

1o 2 People

Q

Call Date and Time: B Feb 29, 2024 at 4:00 AM

Call Qutcome: Left voicemail

~

° Crescerance Admin

to John Hamm

& Emall Emergency Planning Meeting

Email Date and Time: ] Feb 29, 2024 at 3:00 AM

~

@ Meeting Planning Meeting

Crescerance Admin
1o 2 People

Meeting Date and Time: i Feb 29,2024 at 3:00 AM

Meeting Outcome: Successful
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View records for. Last 7 days

Related Organization: 2 Organizations

Duration: Ohr 2 ming

Call Type: Follow-up

Related Organization: 2 Organizations

Related Organization: 2 Organizations

Duration: 1 hr 0 mins

Meeting Type: Emergency Response Planning Meeting

View records for:

Related Organization: 2 Organizations

Duration: 0 hr 2 mins

Call Type: Follow-up

Related Organization: 2 Organizations

Related Organization: 2 Organizations

Duration: 1 hr 0 mins

Meeting Type: Emergency Response Planning Meeting

Last 7 days
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